State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Executive Secretary |

DWR POSITION NUMBER
1100-1247-002

SAP POSITION NUMBER MCR
50032885 1

APPOINTEE

Vacant

SAP PERSONNEL NO.
7825

DIVISION/SECTION
FESSRO/Office to the Chief

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
R04

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Gail Newton

SUPERVISOR'S CLASSIFICATION
CEAIl

APPROVED BY (Personnel Analyst's Name)

JL

DATE

01/29/2013

Percent of
Time

Activity

matters.

40%

POSITION SUMMARY
Under direction of the Chief of the FloodSAFE Environmental Stewardship and Statewide
Resources Office, the Executive Secretary | performs difficult and responsible secretarial work;
relieves the Chief of a variety of administrative and office details; and performs other work as
required. The duties require a thorough knowledge of the organization and are performed regularly
with the ability to use good judgment in recognizing high priority and confidential matters. The
incumbent is privy to confidential information and to decisions prior to those decisions being
implemented by DWR management. The incumbent must exercise discretion in handling and
recognizing confidential information and shall brief the Office Chief on important and priority

ESSENTIAL FUNCTIONS
Ability to work well and communicate effectively with people at all levels within the Department.
Requires particular attention to detail and sensitive contact with employees and the public. Ability
to work under pressure and time constraints; handle changing priorities; and use good judgment,
initiative and tact. The position requires that the incumbent establish and maintain cooperative
relations with those contacted in the course of the work, maintain regular consistent, predictable
attendance, and exercise good judgment. Specific duties are not limited to the following:

Serves as secretary to Office Chief and also provides secretarial support for other staff of the
Office. Arranges meetings with departmental staff and public or private organizations; compiles
appropriate meeting materials; prepares agenda packages and other information for various
committee meetings; makes travel arrangements; composes, and types drafts and correspondence.
Screens a variety of visitors and telephone calls from the State, federal, public agencies and media,
and where appropriate, independently refers same to other staff of the Office. Responds to calls
from government officials, legislative staff, news media, and public, and where appropriate,
redirects to other staff members or handles personally.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Gail Newton

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

Patricia A. Small

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Executive Secretary | 1100-1247-002 50032885 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant 7825 FESSRO/Office to the Chief

Pe_rl_?ﬁlrg of Activity

35% Manages all correspondence and mail for Office Chief and for assignment to staff; maintains log of
Department and Office control mail and assures that responses and assignments to staff are
completed on time by interacting directly with staff; relieves Office Chief of routine requests.
Makes travel arrangements and prepares travel expense claims for Office Chief. Maintains file
system for Office Chief. Types correspondence, memoranda, reports, and pertinent documents of a
confidential nature for the Office Chief. Reviews all outgoing correspondence for format, grammar,
and accuracy in conformance with departmental standards; trains existing clerical staff and new
employees on office and departmental correspondence procedures; and assists in training of word
processing software.

15% Independently composes letters, memoranda, information notes, and directives accompanying
staff assignments and in accordance with general instructions from Office Chief. Maintains filing
system for Office Chief and administrative files for the Office.

5% Acts for Deputy Director's Executive Assistant when requested.

5% Miscellaneous duties of photocopying; arranging for backup for other Office secretaries or their

support staff and other duties as required.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Travel and evening and weekend work may be required.

DWR 525 (Rev. 1/09) Page 2 of 2




	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Gail Newton
	SUPERVISOR'S CLASS: CEA III
	personnel analyst: JL
	personnel date: 01/29/2013
	PERCENT OF TIME: 



















40%



	activity: POSITION SUMMARY
Under direction of the Chief of the FloodSAFE Environmental Stewardship and Statewide Resources Office, the Executive Secretary I performs difficult and responsible secretarial work; relieves the Chief of a variety of administrative and office details; and performs other work as required.  The duties require a thorough knowledge of the organization and are performed regularly with the ability to use good judgment in recognizing high priority and confidential matters.  The incumbent is privy to confidential information and to decisions prior to those decisions being implemented by DWR management.  The incumbent must exercise discretion in handling and recognizing confidential information and shall brief the Office Chief on important and priority matters.

ESSENTIAL FUNCTIONS
Ability to work well and communicate effectively with people at all levels within the Department.  Requires particular attention to detail and sensitive contact with employees and the public.  Ability to work under pressure and time constraints; handle changing priorities; and use good judgment, initiative and tact.  The position requires that the incumbent establish and maintain cooperative relations with those contacted in the course of the work, maintain regular consistent, predictable attendance, and exercise good judgment.  Specific duties are not limited to the following:


Serves as secretary to Office Chief and also provides secretarial support for other staff of the Office.  Arranges meetings with departmental staff and public or private organizations; compiles appropriate meeting materials; prepares agenda packages and other information for various committee meetings; makes travel arrangements; composes, and types drafts and correspondence.  
Screens a variety of visitors and telephone calls from the State, federal, public agencies and media, and where appropriate, independently refers same to other staff of the Office.  Responds to calls from government officials, legislative staff, news media, and public, and where appropriate, redirects to other staff members or handles personally.

	classification: Executive Secretary I
	appointee: Vacant
	dwr position number: 1100-1247-002
	sap personnel no: 7825
	sap position number: 50032885
	division: FESSRO/Office to the Chief
	mcr: 1
	percent 2: 35%









15%



5%

5%
	activity2: Manages all correspondence and mail for Office Chief and for assignment to staff; maintains log of Department and Office control mail and assures that responses and assignments to staff are completed on time by interacting directly with staff; relieves Office Chief of routine requests.  Makes travel arrangements and prepares travel expense claims for Office Chief.  Maintains file system for Office Chief. Types correspondence, memoranda, reports, and pertinent documents of a confidential nature for the Office Chief. Reviews all outgoing correspondence for format, grammar, and accuracy in conformance with departmental standards; trains existing clerical staff and new employees on office and departmental correspondence procedures; and assists in training of word processing software.

Independently composes letters, memoranda, information notes, and directives accompanying staff assignments and in accordance with general instructions from Office Chief.  Maintains filing system for Office Chief and administrative files for the Office.

Acts for Deputy Director's Executive Assistant when requested.

Miscellaneous duties of photocopying; arranging for backup for other Office secretaries or their support staff and other duties as required.

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Travel and evening and weekend work may be required.


	supervisor name: Gail Newton
	employee name: Patricia A. Small


